
STATE OF MARYLAND

CHARLES J. KRYSIAK
'CHAIRMAN

SIDNEY W. ALBERT
L. DOUGLAS JEFFERSON
JACQUES E. LEEDS
J. MAX MILLSTONE

.ROBERT S. REDDING
•STEPHEN ROSENBAUM
* G . JOSEPH SILLS

CARMEL J. SNOW
RICHARD TEITEL

COMMISSIONERS

R. REX BROOKSHIRE II

LOURENNA E. FISHER

July 21, 1989

WORKERS' COMPENSATION COMMISSION

6 NORTH LIBERTY STREET

BALTIMORE. MD. 21201-3785

(301) 333-4700

Mr. William Taylor
State Records Administrator
State Records Management Center
7275 Waterloo Road (Rte.. 175)
P.O. Box 275
Jessup, Maryland 20794-0275

Attention: Marilyn Bentley

AUG 29 1989

MARYLAND STATE ARCHIVES

Re: Submission of Records Retention and Disposal Schedule
(See attached inventory & new schedule for "Claims" R
"Support and all other")

Dear Mr. Taylor:

Schedules 359, 360, 369 and 427 have been superceded by this
Schedule. We understand your office will provide the new
Schedule Number.

The following revisions are requested in superceding the above
Schedules:

Schedule 359

1. Reports File - Item one (1) from 359 is how included in the
Claims Folder as a new Item one (1). First Reports of Injury
or Occupational Disease wherein no claim has been filed is
now a new Item eight (8).

2. Claim Card - Item two (2) was discontinued about 1970 and
destroyed.

3. Company Folders - Item three (3) - being held in four (4)
Lectrievers awaiting resources to microfilm. They become Item
two (2) in the new Schedule.

4. Notice of Cancellation - Item four (4) is now item ten (10)
and was discontinued in this form on April 30, 1987 and is
replaced by Proof of Coverage System (POCS), National Council
of Compensation Insurance or put on optical file disk and
then destroyed. Originals (4x6 cards) will be retained until
microfilmed or put on optical file disk and then destroyed.

MY TELEPHONE NUMBER IS (301)
DATA FAX (301) 333-8122

TTY FOR DEAF: 383-75SS
BALTIMORE AREA
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5. Endorsements - Item five (5) will become Item three (3) on
new Schedule.

6. Joint Election - Item six (6) becomes Item four (4).

7. Code Sheet - Item seven (7) is now item eleven (11) and is on
microfilm and will be retained permanently. Originals were
destroyed immediately after microfilmed.

8. Employer Index to Claims - Item eight (8) now becomes Item
twelve (12) and is also on microfilm and will be retained
permanently. Originals are destroyed immediately after
microfilming.

9. Statement of Compensation Paid - Item nine (9) of Schedule
included in Claims Folder (Item one [1] in the neW Schedule.)

10. Claims Docket - Item ten (10) is now item eleven (11) and has
been replaced by Computerized data. Dockets from 1938-1983
are oh microfilm and will be retained permanently. Three cc
kept in-house and one sent to Dept. of Lie. fi Regss. Updated
daily. Retained permanently.

11. Administrative Accounting Records - The portion of Item
eleven (11) on pages six (6) and seven (7) have been
destroyed.

12. Miscellaneous Accounting Records - on page seven (7), Item
twelve (12) has been destroyed. Years retained varied for
the records from three (3) to five (5) years or until
audited, whichever was later and then destroyed.
Certificates of Records Disposal are sent for each group of
records as authorized.

13. Master Authorization - Item thirteen (13) becomes Basic
Personnel Transaction Form MS 310 and Item twelve (12) in
the new Support & All Other Schedule.

14. Leave Records - Item fourteen (14) becomes item thirteen
(13) in the Support and all Other Schedule.

15. Self-Insurer' File - Item fifteen (15) becomes Item six (6)
on the new Claims Schedule.

16. Special Account and Second Injury Fund - Item sixteen (16)
becomes Item ten (10).

17. Special Account - Item seventeen (17) becomes a part of Item
ten (10).

18. Hearing Reporter's Notes - Item eighteen (18) becomes Item
five (5) of Claims Schedule.
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19- Commissioner's Dockets - Item nineteen (19) becomes Item
seven (7) in Claims Schedule and titled Commissioners' Docket
Sheet.

20. Hearing Reporters Notes - Item twenty (20) become combined
with Item five (5) of Claims Schedule.

Schedule 360

1. Claims Folders - Item one (1) was superceded by Schedule 427
which is now superceded by the new Claims Schedule.

-¥r 2. ; Index to Claims - Item two (2) lost in move in 1983.

Schedule 369

Medical Claims File - Item (1) is now filed in Claims Folder.
Item one (1) is new Claims Schedule.

Schedule 427

1. Claims Folders - Item one (1) is now item one (1) of the new
Claims Schedule.

Special thanks is extended to Marilyn Be'ntley of your staff for
assisting Mr. Lemonds in preparing the new Schedule. If you need
further information, contact me or Jerry Lemonds, Support
Administrator 333-^777•

Sine

R. Rex Brookshire
Director of Administration

cc: J. G. Lemonds,
Records Mgt.

attachments

RRB/smt

~% MZ/U^-o^J^J^ y&~~*
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DEPARTMENT OF GENERAL SERVICES
Records Management Oivision

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

1202

PACE
NO. Page 1 Of 3

Workers' Compensation Commission Claims
AOKNCY Ol VISION

Item
No. Description Retention

1.

This schedule supercedes Schedule Nos'. 359, 360,
369 and 427

These records series are found in the offices of
Worker's Compensation Commission Departments'
Claims Folders.

These records include some, or a\\ of the follow-
ing:

A. Notice of Hearing
B. Surgeon's Report
C. Issue Form
D. SIF Form
E. Subpoena
F. CFA Letter
G. Proof of Death
H. Proof of Death by Undertaker
I. Statement of Compensation Paid
J. Employee's Claim Form
K. Dependent's Claim - Death Case
L. Employer's First Report of Injury or

Occupational Disease
M. Claim for Medical Services
N. Order NISI on claim for medical, surgical,

hospital & other like expenses
0. Claims deferred
P. Award of Compensation
Q. MPA-1 Establish date of injury, cause, TT,

medical expenses, etc.
R. MPA-C-1 Rating Disability
S. MPA-C-1A Rating Disability includes W.C.C.

Medical Examiner paragraph
T. MPA-C-2 Rating on Permanent Partial
U. MPA-C-2A Rating on Permanent Partial and W.C.C.

Medical Examiner paragraph
V. MPA-D When Commission Disallows Claim
W. Application for lump sum

(Continued)

t henRetain for five (5) years
microfilm and destroy
originals. Retain microfilm
permanently.

Schadul* Approved by D«p<

Agency, or Dlvlilon

Jirector of
7/21/89 R. Rex Brookshire Administrate

« l otu T i l l *

ScfcaduU Author! i « J W

Do* ^ 7
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RECORDS RETENTION AND DISPOSAL tdHttJULfe
(CONTINUATION SHEET)

Description

Company Folder - Insurance Records
These records include some, or all of the following

as to insurance companies:
A. Name of Company
B. Location
C. Nature of Business

' D.- Insurance Policies
E. Insurance Carrier
F. Effective dates of policies

Endorsements
These records indicate any changes in the status

of the policy holder or of the policy in effect
must be noted in files endorsed by the authorized
agent of the insurance carrier.

Joint Election -
This form is used by an employer having a policy

covering employees engaged in "not extra-hazardous"
occupations in conformance with Art. 101 Sec. 31
and 65 of the Annotated and Rules of the Commission.

Stenographic Notes
The records are Court Reporters' paper steno-

graphic notes of proceedings of hearings held before
Workers' Compensation Commission. Each set of notes
is wrapped in cover sheet containing identifying
data.

Self-Insurer's File
A folder contains the following records:
A. Application for Self-Insurance D-l;
B. Commissions Order to file security bond;
C. Surety bond;
D. Correspondence;
E. Cancellation where submitted
F. Annual financial reports, E.E.C. & 10K Reports

Commissioner's Docket Sheet

A docket sheet is prepared for each case to be
heard. These records contain:

A. Claim number
B. Claimants name
C. Disposition

. D. Results
E. Location

SCHtDULE

NO. 1202

tkOt
NO. Page 2 of 3'

Retention

Microfilm after five (5)
years destroy. Destroy

originals. Retain microfilm

permanently.

Retain for five (5) years
and then destroy.

Retain for three (3) years and
then microfilm. Destroy
originals and retain micro-
film permanently.

Untranscribed notes-keep for
fifteen (15) years, then
destroy.

Transcribed notes-keep for
three (3) years, then
destroy.

Retain Permanently

Retain for three (3) years
and then destroy.

•

i
1i
1

i
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SMCETJ

SCHCDULE
NO. 1202

PAGE
*»• 3 of 3

i ieni

'•lo. Description Retention

10.

11.

12,

First Reports of Injury, or Occupational Disease
(Form SF-1) wherein a claim not filed

Claims Docket - on microfilm from 1938 to 1983.
Computerized since 1983. Updated daily. Four (4)
Copies made - three (3) retained on WCC premises
and one (1) copy delivered off-site to State
Department of Licensing and Regulation.

Notice of Cancellation - Data no longer collected
on this form as of May 1, 1987. Now collected by
National Council of Compensation Insurance (NCCI)
with its Proof of Coverage System (POCS).

Code Sheet - microfilm covering from 1938 to 1983.
Replaced by Claims Folder. Originals were destroyed
immediately after microfilming.

Employers Index to Claims - microfilm covers from
1948 through April 30, 1983. Replaced by Claims
Folder. Originals were destroyed immediately after
microfilming.

Microfilm. Destroy original.
Retain microfilm permanently.

Microfilm retained permanentl
Computer data updated and
retained permanently in re-
vised status.

Retain cards until microfilmec
or put on Optical disk
storage. Then will destroy
original and retain optical
disk_fi le_or m i c r o f i l m
permanent ly .
Microfilm. Retain per-
manently.

Microfilm. Retain permanently



INSTRUCT 1C5NS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH -NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SBO-I )

DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION CjUL \71<XU«^-

AGENCY RECORDS INVENTORY

PACE ' OF ^ * ^ \

DEFINITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FIUED AND U8KD AS A UNIT FOR
REFERENCE AM »EU. AS RETENTION AND DISPOSITION PUUWMEB

4. REQDRD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

/f/^ TO f7l&02~&i^

6. RECORD SERIES DESCRIPTION (BRI«'r»-r « « « ""* TYW* <"" INFORMATION/DOCUWENTS/FORMS FOUND
•IN THE SERIES- , ,, INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES]

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

n AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

SP NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9 . VOLUME

• F ILE DRASER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)

OTHER{SPECIFY)

1 0 . ANNUAL ACCUMULATION
$0&~-tfi/ O FILE DRAWER(S)

bpLx/ls D MICROFILM REEL(S]
MiUbBH D COMPUTER TAPE(S)

A QTHPB(«;pFrnrv)

It. FILE IS USED

DAILY
*

a BEEKLY D MONTHLY

I Z - FILE BECOMES INACTIVE AFTER /(£]&{A*f@u7)—
,_..___ O MONTH(S) Q YEAR(S)
NUMBER

13. CURRENT,LPCATIPN(S) (BLDG..FLOOR,ROOM)

/WSV& O^ <?J-1<
1 4 . I S RECORD SERIES DUPLICATED ELSEWHERE?

I IF YES, SPECIFY AOEKCY OR OFFICE)
° YES ̂ N O

15. ACCESS RESTRICTIONS D YES A^NO

(IF YES, CITE I_AB(S) A RBGUUAT I ON ( s)

16. AUDIT REQUIREMENTS

^NONE D STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES .t>J»I_A IN

BRIEFLY AND DESCRIBE ANY HARDBARE./SOFTWARE)
18. RECOMMENDED RETENTION

YES D NO

AND TITLE OF PREPARER 20. * TELEPHONE NUMBER 2 I . DATE

- C 3 - .3 1 - 4 ' ? H V 1 S H 2 2 / 3 7 )



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

BSO-I)

•ARTMENT/ACENCY2>EFv

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

3. UNI

DEFINITION-RECORD SERIES-A O B O U P O P RBI-ATBD RECORDS NORMALLY* FILED AND USED AS A UNIT FOR
REFERENCE AS 1EU. AS RETENTION AND DISPOSITION PUBPOSEI •_

4. RECORD SERIES TITLE

r 8. EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIPTION (BRiK|r|-V DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION Of THE SERIES)

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

B LEGAL SIZE • COMFUTER TAPE

^PboiJND BOOK • FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

V OTHER(SPECIFY)

/
8. RECORD SERIES SEQUENCE

• ALPHABETICAL

KNUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

fjCrv^/v a F I L fe ' D R A W E R ( S )
d MICROFILM REEL(S)

NUMBER
Q COMPUTER TAPE(SJ
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

%L>$->iS-* D FILE DRAWER(S)
• MICROFILM REEL(S)

RCRBBR- D COMPUTER TAPE(S)
• D OTHFPlRPFrlFYl

II . FILE IS USED

O DAILY

/Of
D WEEKLY MONTHLY

12 • FILE BECOMES INACTIVE AFTER
O MONTH(S) D YEAR(S)

NUMBER
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

t-IF YES. SPECIFY /.OEKCY OR OFFICE)
P YES jafNO

18. ACCESS RESTRICTIONS • YES £ T N O

(IF YES, CITE LAI(S) ft RBOUUATION(S)

16. AUDIT REQUIREMENTS

k^NONE ° STATE D FEDERAL ° INDEPENDENT

x_
17. IS AN INDEX SYSTEM USEDT (IF VES.EVLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 18. RECOMMENDED RETENTION

AND TITLE OF PREPARER 20. TELEPHONE NUMBER

(3oQ 333^77?

2 I . DATE

DCS 850-4 (REVISED 2/87)



' NSTTIUCT JONS--TYPE' OR PRINT A

SEPARATE jrCRM FOR EACH NEW OR

RGVtSCD RECORD SERIES. FORWARD

wtTM wfcnona Burps-wr"*! *WVn.K

( D ^ 380-1 )

1 . DEPARTMENT/ACSNCY

DEPARTMENT OP GENERAL SERVtCES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. 3OX 278

JESSUP, MARYLAND 20794.

2 . DIVISION I

AGENCY RECORDS INVENTORY

PA«3_or22f
3. UNIT

OEF1NIT1 ON -RECORD I B S - Oir RKLATSO
ST AS

mom NORMAkkY P t U D ANO U U D AS A UNIT FOR
W T P T 1 W I AMO D U P O H t T t c i i w n H W m

4. RECORD SERIES TITLE 3 . EARLIEST YEAR/LATEST YEAR

S. RECORD SERIES DESCRIPTION . ( R i m r DKSCXII
•IN WE SERIES.

OW tNranUTION/DOCUMBNTS/FOIWfl FOUND
INCtAIDC THB PURMSC OK FtJNCTION OF TMK S K m e S ]

7 . RECORD SERIES FORMAT(S)

P^LXTTER SIZE A^MIOWriUM

^ ^ Z G A L S I 2 £ Q COMPUTER TAPE

• BOCND BOOK n FLOPPY DISK

Q AUDIO TAPE B VIDEO TAPE

d OTHER(SPECIFY)

8 . RECORD SERIES SE

Q ALPHABETICAL

&NLACR1CAL

B CHRONOLOGICAL

d GEOGRAPHICAL

a OTHER(SPECIFYJ

9 . VOLUME

*
FILS DRAWER(S)

a MICROFILM REEL(Sj

a COMPUTER TAPE(S)2-
HWBsn a OTHER(SPECIFY]

1 0 . APffflJAL ACCUMULATION

JLj£iL£aj( a FILE DRAWER(S)
** tt5^*c n MICROFILM REEL(S]

MjUbB* a COMPUTER TAPE(S)
• O gmfBC;pcriFv;

I 11 FILE IS USED

DAILY • WEEKLY n MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER
jy~ O MONTH(S) A Y E A R ( S ]

Î OKIBER , £

1 3 . CURRENT LOCATION(S) {BLOC. .FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSE1SKERET
t i r YES^si»eciFY / .«EKCY OR o m c e )

a YES K NO

I S . ACCESS RESTRICTIONS • YES X NO
/, _( IP YKS , CITS LAl(s) A RSOUUAT I ON ( S )

16. AUDIT REQUIREMENTS

'NONE n STATE O FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USED? (ip Yzs.EXPLAIN

8RISFUY AND DE3CRIBE AMY HARDS ARE/SOFTWARE )

R. YES Q NO

IS. RECOMMENDED RETENTION

f\^AWlti£ AND TITLE OF PREPARER 2 0 . 7 TELEPHONE NUMBER 2 I . DATE

~ r . y - • i -. . : '• ~ ? C I \ S Z " Z 2 / 3 7 '



'NSTSucTiot>«s--TYPe' OR PRI N T A

SEPARATE fORM FOR SACH NEW OR
REVISED RECORD SERIES. FORWARD
•ITW BBeaBna mrnfvricN -vut^tp.K
[DJ^SBO-I )

1 . DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX Z7S

JESSUP, MARYLAND 2079*

2. DIVISION v

AGENCY RECORDS INVENTORY

3. UNIT

OEFINITlON-flECORD SERIES-
AM

NKCORDS NORMALLY P t U D AND USSO AS A UNIT FOW
•ION AND B i a P B m T t e M w m p t t w

i. RECORD SERIES TITLE 3. EARLIEST YEAR/LATEST YEAR

«. RECORD SERIES DESCRIPTION (—"—--T DK»CHI»« THB TYF4KS O ^ INFORMATION/DOCIJMKMTS/rORMS FOUND
tN W E SERIES. INCLUOK TMK PUR^OSe OH FUNCTION OP THK 8B»PTI

7. RECORD SERIES FORMAT(S)

^LETTER SIZE t̂f MICROFILM

{^^GAL SIZE Q COMPUTER TAPE

0 BOCND BOOK O FLOPPY DISK

O AUDIO TAPE B VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

IfALPHABETICAL

a NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

a OTHER(SPECIFYJ

9. VOLUME

FILE DRAWER(S)
d MICROFILM REEL(S;
• COMPUTER TAPE(S)

HUUBR* a OTHER(SPECIFY]

10. ANNUAL ACCUMULATION

AfFlLE DRA*ER(S)
/ 'D MICROFILM RESL(S]

hblib&k a COMPUTER TAPE( S )
• Q QTWFB(«!Pcrnrv'

i I I . FILE IS USED

G DAILY

JfU)
a WEEKLY 0 MONTHLY

1 2 * F ILE BECOfCS INACTIVE AFTER
£> a MONTH(SJ XYEAR(S]

NUMBER L

13. CURRENT LOCATICN(S) (BLDG..FLOOR,ROOM)

$2^

14. IS RECORD SERIES DUPLICATED ELSEHKERET
tlF YES. SF-eClFY AOEKCT OR OFFIC=)
O YES $^NO

15. ACCSSS RESTRICTIONS CI YES A^NO

(IF Y M, CITS LAl(s) & RKOUUATI ON ( S )

16. AUDIT REQUIREMENTS

ATNONE D STATE a FEDERAL a INDEPENDCNT

17. IS AN INDEX SYSTEM USED? { IF YCS.EXFI-AIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

C YES Of NO

18. RECOMMENDED RETENTION

~*jgfa^ ^t^l^e^j^r^

OF PREPARER 2 0 . ' TELEPHONE NUMBER

(30 l) 333^777

21. DATE

?/'7/<&>



' NSTWJCT I <a>IS - - TYPE OR PRINT A

SEPAPATE r'ORM FOR EACH NEW OR

I REVISED RECORD SERIES. FORWARD

; WITH RECORDS RETENTION SCHEDULE

SBO -1 )

I . DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 2079*

AGENCY RECORDS INVENTORY

PAGE JLo,±2T
3 . UNIT

DEFINITION-RECORD SERIES- Or HLATKD MECORDS NORMALLY FILJEO AND UKD AS A UNIT FOR

HKNCX AS IPX AM WTKWTIOW AMD OIBfQg IT ION yuWFOBEB

*. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

'7V TO ££sfa*~y-
9 . RECORD SERIES DESCRIPTION lMmtKrX-r ° " C R I « « TMK TYPES O f INramUTION/DOCUIKNTS/rORMfl FOUND

•IN THE SERIES. . INCLUDE TMK FURPOSE OR FUNCTION OF THK SKfPTES J

7 . RECORD SERIES FORMAT(S)

a L£TTER SIZE ° MICROFILM

LEGAL SIZE H COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

D A^DIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

#:

8 . RECORD SERIES SEQUENCE

° ALPHABETICAL

CNUfcERICAL

Q CHRONOLOGICAL

0 GEOGRAPHICAL

a OTHER(SPECIFY]

9 . VOLUfcE

H F I IFILE DRAWER(S)
~) ~LLL D MICROFILM R E E L ( S ;

' n COMPUTER TAPE(S]
NUMBER a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

ftl'FILE DRAWER(S)
/^!«j- D MICROFILM REEL(S)
hbUWgH ° COMPUTER TAPE(S ]

Q OTVIFPf SPPriFY)

11. FILE IS USED

D DAILY Q WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTEr • MONTH(S] CTYEYEAR(S]

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

tiF YES, sjpectF-r AOEKcr OR OFFICE)

• YES BTNO

15. ACCESS RESTRICTIONS D YES » N O

(IF yes, CITS LAW(S) & RBQUUATION(S)

16. AUDIT REQUIREMENTS

HNONE D STATE a FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (iF YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY HARDBARE/BOFTHARE)
18. RECOMMENDED RETENTION

a YES NO

> • ' —

fajL-^uffifWSctutlEO Uz'fci

"3 Ve<fr<Lb fbift-finih»££&&d MOTES

PREPARER

ft£MUiJb flepoait'Z- Sc>?Ei&>>ttdQ-

2 0 . 'TELEPHONE NUMBER 2 I . DATE *//s-/n



!MSTHUCTJONS--TYPE OR PRINT A
SZPAPATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITM BBCQaDS BB™JTtCW SM^pt^!;

(D f^3S0- l )

1. DEFARTMENT/ACSNCY

W t o

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIV IS ION

7278 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794.

Z . , D IV IS ION --v-

AGENCY RECORDS INVENTORY

3. UNIT ;

0EFIN1T1ON- SERIES- Or RBLATKO M w n u t x t PILED AND unco AS A UNIT ran

tow AHD DtawaiTiew w » w w «

SERIES TITLE

&&

3. EARLIEST YEAR/LATEST YEAR

SERIES DESCRIPTION (m i m . r OKSGUBK THS
IN TIC SERIES.

O r IMW1HMIIT»OW/DOCWWT»/rOMW FOUND

1NCLUOK TMC PURPQ88 OH FTMCTION OP TMK SMWIKM)

a.

! ̂

7. RECORD SERIES FORMAT!S)

0 LETTER SIZE • MICROFILM

I^SGAL SIZE a CCMFVTER TAPE

a BOUND BOOK O FLOPPY DISK

a AUDIO TAPE a VIDEO TAPE

a OTHER(SPECIFY]

8. RECORD SERIES SE

& ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHER (SPECIFY)

». VOLUhE

5̂
NUMBER

^ F I L S DRAWER(S)
a MICROFILM REEL(S]
a COMPUTER TAPE(S)
D OTHER(SPECIFY]

10. ANNUAL ACCUMULATION

a FILE DRAWER(S)
3 a MICROFILM RESL(S]

- ROTSOT D COMPUTER TAPE(S)

i n .FILE IS USED
Y DAILY n BEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

w^m___ ° MONTH(S) C3 YEAR(S]
NUMBEH

13. CURRENT LOCATION(S) (BLDC. .FLOOR.ROOM] 14. IS RECORD SERIES DUPLICATED ELSEYKERET
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